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| NSTALLATI ONS
UNACCOMPANI ED PERSONNEL LEASED HOUSI NG PROGRAM

Summary. This publication provides guidance for the nmanagenent of
t he Unacconpani ed Personnel Leased Housing Programw thin the
United States Mlitary Entrance Processing Command ( USMEPCQM) .
Changes that are reflected in this regulation are due to functions
formally perfornmed by the |ogistics branch at sectors.

Applicability. This publication applies to all elenents of
USMEPCOM

| npact on New Manning System This publication does not contain
information that affects the New Manni ng System

Suppl enent ati on. Suppl enentation of this regulation and estab-

i shment of forms other than USMEPCOM forms is prohibited wi thout
prior approval from Headquarters, United States MIlitary Entrance
Processi ng Conmand (HQ USMEPCOM), ATTN. MCR-MSM 2500 G een Bay

Road, North Chicago, IL 60064-3094.

Interi mchanges. Interimchanges to this regulation are not
official unless they are authenticated by the HQ USMEPCOM Dir ect or
Capital Resources. Users will destroy interimchanges on their

expiration dates unl ess sooner superseded or rescinded.

Suggest ed i nprovenents. The proponent agency of this regulation is
HQ USMEPCOM Users are invited to send coments and suggested

i nprovenents on Departnent of the Arny (DA) Form 2028 (Recommended
Changes to Publications and Bl ank Forns) directly to HQ USVMEPCOV
ATTN. MCR-MsSM 2500 Green Bay Road, North Chicago, IL 60064-3094.

I nternal managenent control systens. This regulation is subject to
t he requirements of the USMEPCOM | nter nal Managenent Contr ol
System An internal control review checklist is at appendi x D.
Contents
Par agr aph Page

Pur pose 1 2
Ref er ences 2 2




*Thi s regul ati on supersedes USMEPCOM Reg 210-4, 11 February 1985.



5 January 1994 USVEPCOM Reg 210-4

Par agr aph Page
Expl anati on of abbrevi ations 3 2
Responsibilities 4 2
Eligibility for unacconpani ed personne
| eased housi ng 5 5
St andards for unacconpani ed personne
| eased housi ng 6 6
Leasing criteria 7 7
Est abl i shi ng an unacconpani ed housi ng
| ease 8 8
Lease costs 9 10
U.S. Arny Corps of ENngineers coordination 10 10
Lease term nation 11 11
Leased housi ng furnishings 12 12
Leased housi ng i nspections 13 12
Appendi xes
A. References A-1
B. Unacconpani ed Personnel Leased Housi ng B-1
Case File
C. Authorized Furnishings for Unacconpani ed C1
Personnel Leased Housi ng
D. Internal Managenent Control Revi ew Checkli st D1
E. Sanple Menorandumto District Corps of Engineers E-1
F. Sanple Menorandumto Term nate Unacconpani ed F-1
Leased Housi ng Contract
G ossary G ossary-1

1. Purpose

This regul ati on prescribes policies, procedures, and assigns
responsibilities for the inplenentati on and mai ntenance of the
Unacconpani ed Personnel Leased Housi ng Program for USMEPCOM

2. References _ _
Rel at ed publications and required and prescribed forns are at
appendi x A

3. Explanation of abbreviations _ _ _
Abbrevi ations and special terns used in this regulation are ex-
pl ained in the gl ossary.

4. Responsibilities
a. The Director, Capital Resources, HQ USMEPCOM is responsible

for the managenent of the Unacconpani ed Personnel Leased Housi ng
Program as fol |l ows:
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(1) Devel oping policies and procedures in accordance with
(AW directives and m ssion requirenents to ensure standardi zation
and conpl i ance throughout the command.

(2) Managing and adm ni stering the established program and
the comm tnent and obligation of funds.

(3) Providing guidance to all elenents of USMEPCOM regar di ng
t he program

(4) Assuring conpliance with the provisions of this regul a-
tion and other applicable directives.

(5) Devel oping internal managenent prograns.

(6) Conducting surveys, consolidating survey data, and
submitting requests/justification for | eased housing authorization.

(7) Conducting staff assistance visits at Mlitary Entrance
Processing Stations (MEPS) when necessary, based on probl ens
identified by the MEPS commander, the Inspector General, or other
sour ces.

(8) Ensuring clear |ines of conmunication and coordi nation
are established between HQ USMEPCOM district engineers (DI STENGR),
and MEPS conmanders.

(9) Mintaining a |l ease case file for each unacconpani ed
personnel |leased unit. 1In cases of multiple occupancy, all docu-
nment ati on pertaining to each occupant will be included. File (no.
210-50h) (destroy 3 years after term nation of the | ease) wll
include, but is not limted to, those itens |isted in appendi x B.

b. MEPS commanders are responsible for:
(1) Conplying with the provisions of this regulation.

(2) Ensuring a copy of this regulation is readily avail able
for mlitary personnel assigned to the MEPS.

(3) Appointing, in witi
(UHR) to assist himor her with
Housi ng Program

one unit housing representative

ng,
t he Unacconpani ed Personnel Leased

(4) Notifying the DI STENGR that a | ease has been conpl et ed.

(5) Preparing and distributing menoranduns for the assign-
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ment and term nation of quarters.

(6) Forwardi ng approved requests for | eased housing in a
timely manner to HQ USMEPCOM ATTN. MCR- MSM f or processi ng.

(7) Submtting tinmely and accurate | eased housing reports as
directed; conplying pronptly with housing requirenents surveys; and
cooperating fully wth DI STENGR on | eased housing matters.

(8) Supervising the operations of the UHR in the performance
of his or her functions, which include, but are not limted to
t hose enuner at ed bel ow.

c. UHRs are responsible for:

(1) Assisting eligible Service nmenbers in preparing applica-
tions for unacconpani ed personnel |eased housing.

(2) Forwarding the request for unacconpani ed personne
| eased housing action to HQ USMEPCOM ATTN. MCR- NSM

(3) Mintaining a | ease case file (no. 210-50h) for each
unit which will include, but is not [imted to, those itens |isted
i n appendi x B.

(4) Keeping abreast of the |ocal housing market through
contact with the |ocal Chanbers of Commerce, newspaper real estate
sections, and other publications and agencies providing information
on housing availability and costs.

d. US. Arny Corps of Engineers are responsible for:

(1) Negotiating, executing or termnating all unacconpani ed
personnel | eased housing | eases for USMEPCOM activities.

(2) Conducting inspections of proposed housing units and
prepares Engi neer (ENG Form 3143 (Joint Survey and | nspection of
Condi tions of Government Leased Property) as applicable.

(3) Making distribution of conpleted | eases, notices of
cancel lation, term nation, survey and condition reports, restora-
tion costs, and any supplenentary agreenents as required.

e. CQCccupants are responsible for
(1) Conplying with all rules, directives, and agreenents

pertaining to the | easing and occupancy of unacconpani ed personne
| eased housi ng.
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(2) UWilizing the assigned | eased quarters in a manner which
fosters good public relations and acceptance of the Unacconpani ed
Per sonnel Leased Housi ng Program

(3) Reporting, in witing, to the UHR any energency or re-
quirenent for routine repairs and nai ntenance, which cannot be
resol ved by direct contact with the I essor or his or her represen-
tative.

(4) Permtting entry of the UHR or appointed inspector, for
assi gnnent, change of occupant, preterm nation, and term nation
i nspections of quarters.

(5) Housekeepi ng, maintenance, mnor repairs, and rel ated
servicing of residing unit, equipnent, and furnishings; and the
mai nt enance of grounds.

(6) Being aware that occupant will be held financially
liable for | oss or damage to assi gned Governnent-| eased quarters
whi ch was caused by willful m sconduct or negligence of the occu-
pant, or his or her guests.

(7) Notifying the UHR, in witing, at |east 60 days prior to
date the | eased housing unit is to be vacated. |f permanent change
of station (PCS) orders are received within a shorter tine frane,
notify the UHR pronptly upon receipt of orders.

(8) Permtting occupancy of the assigned quarters only to
t he nenber(s) assigned to them in witing, by the MEPS conmander.
Violation of this principle may require term nation of the | ease.

(9) Refraining from maki ng any "under-the-tabl e" paynents to
the | essor for any services, utilities, equipnent, etc., covered
under the provisions of the | ease contract. Violation of this
policy may require termnation of the | ease and nay serve as a
basis for withdrawal of the leasing privilege to the occupant(s).

5. Eligibility for unacconpani ed personnel |eased housi ng

a. The program for Government |easing of quarters is intended
to provi de adequate housing for unacconpani ed Servi ce nenbers who:

(1) Are assigned to duty |l ocations outside a 1-hour pri-
vat el y-owned vehicle commute of a mlitary installation.

(2) Are assigned to a duty station within a 1-hour comuti ng
distance of a mlitary installation that cannot provide on-post
unacconpani ed housing. (Statenment of nonavailability is required.)
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(3) Are in grades E-1 through E-6 who, if authorized to
reside off-post, wll draw housing allowances at the "w t hout"
dependent rate.

(4) Are neeting eligibility criteria prescribed in this
regul ation.

b. This program does not pertain to divorced personnel required
to pay child support costs and are, therefore, authorized housing
al l owances at the "with" dependent rate. It does not pertain to
"geographi ¢ bachelors,"” those personnel with dependents who, of
their own choosing, are not acconpanied by their dependents.

c. Personnel who are assigned to duty at | ocations near mli -
tary installations (but not stationed thereon), are not automati -
cally entitled to apply for unacconpani ed personnel housing at the
installation. 1In these cases, this category of support nust be
identified in the intraservicel/interservice support agreenent
bet ween the commander of the installation and the USMEPCOM activity
requiring the support.

6. Standards for unacconpani ed personnel |eased housi ng

El i gi bl e Service nenbers who nust work and live in the civilian
comunity should live no | ess confortably than their counterparts,
however, conmmanders are obligated to see that the quarters | eased
f or unacconpani ed personnel are not |avish or el aborate.

a. As a mnimm unacconpani ed personnel |eased housing will be
conparable in size and services as those on a mlitary instal-
I ati on.

b. An unacconpani ed Service nenber will not be assigned nore
t han one bedroom

c. The unit nmust be a conplete dwelling with a private entrance
for sole use of the assigned Service nenber. Unit nust have basic
food preparation facilities, including range, refrigerator, sink,
and appropriate counters and cabi nets.

d. Efficiency apartnments, studio apartnments, bedroomwith
conmbination |living roonfdinette and bath, or basic three-room
apartnent, flat, hotel, or notel-type units designed for occupancy
by one person should be fully considered in the program Due
consi deration should be given to cost, adequacy, and availability
of units; and the best obtainable value to the Governnent for the
| east expenditure of funds.

e. Furnished units will normally be acquired to neet unaccom
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pani ed personnel |ease requirenents. |f unfurnished units are
secured, then Governnent-owned furniture will be used. |In the
absence of avail able Governnent furniture, service contracts for

| easing furniture will be executed by the supporting installation.

f. The unit nmust be in good condition, with heating and ade-
quate utilities, and |l ocated in an acceptabl e environnent.

g. Single occupancy should normally be provided because of the
unpredictability of rotation of individuals, and gender of re-
pl acenents, etc. Exceptional circunstances may exist, whereby,
| easing for multiple occupancy would be in the best interest of
both the Governnent and the individuals applying for unacconpani ed
personnel | eased housing. In cases of nultiple occupancy of a
dwel ling unit, the bedroom assigned to each individual wll be
stated in the assignnent nenorandum Multiple occupancy (i.e., two
persons per two bedroomdwelling) will not be considered or ap-
proved unless all of the follow ng conditions are satisfied:

(1) The normal rental costs in the vicinity are high.

(2) Both personnel specifically request shared accomobda-
tions.

(3) Both personnel are of the sane sex and hol d conparabl e
grades (no nore than one grade separation).

(4) Both personnel have equal tour lengths and will com
plete tours of duty within 30 days of each other.

(5) Both personnel are assigned to the sane organi zati ona
el ement .

(6) The MEPS commander has personally reviewed the case and
provi ded witten approval.

h. 1In cases of nultiple occupancy, the unit nust be arranged so
t hat each bedroom can be entered w thout passing through anot her
bedr oom

7. Leasing criteria

a. The authority for unacconpani ed service nenbers to reside
of f-post in | eased housing is restricted to the foll ow ng condi -
tions:

(1) The negotiated lease is for a mnimumof 1 year and is
renewabl e.



5 January 1994 USVEPCOM Reg 210-4

(2) The leased unit is within the 1-hour commuti ng di stance
fromthe duty station

(3) The requestor has no option to decline assignnent to a
vacant unit currently under |ease and | ocated within the applicable
commuti ng di stance, nor to decline assignnent to a unit negoti at ed
by the DI STENGR i n response to a request submtted by that individ-
ual .

b. In all cases, Service nenbers who occupy unacconpani ed
personnel | eased housing will forfeit all housing all owance en-
titlements.

c. Service nenbers who occupy | eased quarters will not be naned
in the | ease. The |ease or contract will describe the prem ses and
speci fy the nunber of roons. Such quarters suppl enent Governnent -
owned quarters, and will have the sane status with respect to their
assi gnment to individuals.

d. The programw || be a subject for exam nation during support
group assi stance visits and annual general inspections.

e. |In cases where nonconpliance with terns of a | ease are
i ndicated, either by the |l essor or occupant at anytinme during the
period of the | ease, submt a request for appropriate action to the
supporting DI STENGR t hrough HQ USMEPCOM ATTN. MCR- VMSM

8. Establishing an unacconpani ed housi ng | ease

a. Eligible unacconpani ed Service nenbers who are assigned to
USMEPCOM uni ts/activities on PCS orders, will be offered unac-
conmpani ed personnel | eased housi ng.

b. The UHR at the MEPS will advise applicants on all aspects of
this program and assist themin preparation of the USMEPCOM For m
210-4-R (Request for Leased Housing Action) (see fig. 1), and
USMEPCOM Form 210-4-2-R (Statenent of Understandi ng for Acceptance
of Government Leased Housing) (see fig. 2). USMEPCOM Fornms 210-4-R
and 210-4-2-Rwill be locally reproduced on 8 1/2- by 11-inch
paper. A copy of the fornms are at the end of this publication and
will be used for |ocal reproduction.

c. Eligible Service nenbers will submt his or her request for
unacconpani ed housi ng through his or her MEPS commander.

d. The UHR will process and forward approved requests to HQ
USVMEPCOM ATTN.  MCR- MSM vi a USMEPCOM Form 210-4-1-R (Transmitta
of Request for Leased Housing) (see fig. 3). USMEPCOM Form 210- 4-
1-Rwill be locally reproduced on 8 1/2- by 11-inch paper. A copy
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of the formis at the end of this publication and will be used for
| ocal reproduction.

e. HQ USMEPCOM ATTN. MCR-MSM w Il process and forward
approved applications to supporting DI STENGR for negotiation of the
| ease. DI STENGRs are solely responsible for acquisition of |eased
quarters for USMEPCOM personnel. Distribution of copies of execut-
ed | eases wll be made by DI STENGR to HQ USMEPCOM MEPS, and
Def ense Fi nance and Accounti ng Servi ce.

f. Upon notification by the D STENGR of | ease conpletion, the
MEPS wi || prepare a nenorandum for the assignnent of quarters to
the requestor. The engi neer | ease conpletion notice can be a copy
of the | ease or sone other official notification or "binder" as
agreed upon by the using activity and the DI STENGR  Assi gnnent
menorandum wi | | be prepared and distributed |AWcurrent mlitary
pay and al | owance procedures.

g. Assignnent/term nation nenorandum in addition to the
routi ne data such as nanme, grade, service nunber, quarters identi-
fication, nust include the foll ow ng:

(1) The effective date of assignnent, or the date of term -
nation of occupancy.

(2) Wiether the nove is at the conveni ence of the Governnent
or individual.

(3) In case of assignnent, state whether the occupant is or
is not currently drawi ng BAQ at the "wi thout" dependents rate.

(4) In case of term nation, state whether BAQ at the "wth-
dependents rate shoul d be reinstated.

out

h.  Shi pment of househol d goods in connection with assignnent/
term nation of housing will be 1AW Joint Travel Regul ation Vol une |
- Uniformed Services.

i. Special attention will be given to distribution of assign-
ment/term nati on menorandum i n cases where other than Arny person-
nel are assigned to USMEPCOM unacconpani ed personnel | eased hous-
ing. The using activity commander nust ensure the appropriate
personnel office or pay accounting agency of the individual's
Service is notified of such assignnent/term nation.

Vacat ed | eased bachelor units will be term nated/ cancell ed

wi t hout del ay when the assignnment of an eligible individual to the
guarters cannot be acconpli shed.

10
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k. USMEPCOM conmanders at all echel ons are responsible for
conpliance with Departnent of Defense and mlitary installations
policies concerning equal opportunity in off-post housing. In
cases of unacconpani ed personnel |eased housing, the U S. Arny
Corps of Engi neers includes a nondiscrimnation clause within each
| ease. HQ USMEPCOM and the MEPS wi ||l make necessary arrangenents
wWth the nearest mlitary installation to provide tinely correspon-
dence as to restrictive sanctions for the | ocal area concerning
housi ng referrals and equal opportunity in |ocal housing locali-
ties, for the information of unacconpani ed personnel desiring to
acqui re housing from personal funds.

9. Lease costs

a. The rental rate of any lease will not exceed the fair narket
rental value. The fair market rental rate will include utilities
and services, excluding tel ephone.

b. The following costs will be included when cal cul ating the
program costs:

(1) Rent paid to the I essor for use of the quarters, includ-
ing cost of furnishings provided by the | essor.

(2) Uilities (water, gas, sewage, electricity, etc., but
not tel ephone) and services such as trash collection when not
included in the rental fee. In an effort to keep adm nistrative
details to a mnimum HQ USMEPCOM MCR-MSM wi |l specify in the
| ease request forwarded to the DI STENGR, that all utilities and
services be included in the |l ease cost if possible. Wen this
cannot be acconplished and charges for these services are billed
separately, an estimted cost of nonthly charges for utilities/
services will be used in calculating cost average and ceili ng.

c. The following costs will not be included when cal cul ati ng
| eased bachel or quarters costs:

(1) Any pro rata share of adm nistrative/overhead costs
attri butable to personnel pay, travel, etc., experienced by Corps
of Engineers districts, various command | evels of USMEPCOM etc.

(2) Cost of restorations, whether or not the occupant of the
| eased quarters is responsible. (Al though not used in calculating
above costs, Director, Capital Resources, HQ USMEPCOM may require
restoration cost infornmation as a separately reportable item for
statistical/accounting reports.)

d. The programw || be supported from USMEPCOM funds for
Operations and Mai ntenance, Arny appropriations in program el enent

11
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871713.

10. U. S. Arny Corps of Engineers coordination

a. The U S. Arny DI STENGRS have the sole responsibility for
negoti ati ons, execution, and term nation of all |eases for USMEPCOM
activities. This does not preclude direct communi cation between
occupant and | essor on routine nmai ntenance and ot her normal day-to-
day housi ng probl ens.

b. The DISTENGR will normally coordi nate | eased housi ng actions
only with authorized personnel of HQ USMEPCOM As an exception to
this policy, in the event a proposed housing unit at a certain
address or housing conplex is no |onger available, the field
negoti ator may contact the requesting unit housing representative
of the MEPS for possible alternatives, or to render assistance in
| ocati ng an avail abl e housi ng unit.

c. Wen a | ease request is received from HQ USMEPCOM t he
DI STENGR wi | | take appropriate actions to negotiate the |ease.
Copi es of the conpleted | ease (identified as | eased bachel or
gquarters), notices of cancellation and term nation, copies of
survey and condition reports, restoration costs, suppl enental
agreenents, and | ease anendnents will be distributed as foll ows:

(1) HQ USMEPCOM ATTN. MCR- VsSM

(2) The finance and accounting office designated in the
| ease request.

(3) The MEPS UHR which requested the | eased bachel or unit.

d. Copies of inspections conducted by DI STENGR representative,
ENG Form 3143 or conparabl e DI STENGR docunent, will be forwarded to
USMEPCOM and t he usi ng MEPS.

e. Each lease will contain the follow ng clause: "The |essor,
her eby, agrees that the rental consideration specified hereinis
the only consideration to be received for the dem sed prem ses and
i ncl udes paynment for all utilities, maintenance, and services which
are specified herein. No other renuneration will be paid to the
| essor by the Governnent's occupant, or any other person on his or
her behal f."

12
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11. Lease ternination

a. Personnel who becone ineligible for unacconpani ed personne
| eased housing due to pronotion in grade subsequent to initia
assignnent to the quarters may be permtted to renmain in the
quarters until PCS, separation or voluntary departure of the
i ndi vidual fromthe quarters.

b. The UHR will notify HQ USMEPCOM ATTN. MCR-MSM in witing,

at |l east 45 days prior to the date | eased housing is to be vacated.

Pronpt notification is required if PCS orders are received within

a shorter tinme, or other circunstances nake it necessary to vacate
unacconpani ed personnel | eased housi ng unexpectedly.

13
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12. Leased housing furnishings

a. As a general rule, all unacconpani ed personnel |eased
housi ng acquired by the Governnent will be equi pped with basic
itenms of furnishing and equi pnment necessary to nmake the quarters
livable (see app. O.

b. Unfurni shed unacconpani ed personnel | eased housi ng may be
provi ded at the discretion of the MEPS commander on a case-by-case
basi s.

13. Leased housing inspections

a. The UHR should conduct (or in the case of |arge geographica
di spersion of facilities, arrange wwth the MEPS commander to
appoi nt anot her officer or senior nonconm ssioned officer) housing
I nspections upon assignnment to quarters, annually, preterm nation,
change of occupant, term nation, etc. Appointees nust be properly
instructed as to procedures and responsibilities. Wen an noncom
m ssi oned officer is so appointed he or she nust be of a higher pay
grade than the occupant of the quarters being inspected.

(1) In conjunction with the assignnent to quarters inspec-
tions, occupants nust be advised of their responsibilities for the
dwel I'ing unit and appliances/ equi pnent contai ned therein. Cccu-
pants must also be infornmed of their responsibilities for routine
mai nt enance, mnor repair, operation, housekeeping, etc., which
woul d normal |y be expected if they were occupyi ng on-post
Government quarters; and that they may be held financially liable
for loss or damage determ ned to be caused by willful acts or gross
negl i gence of the occupant or his or her visitors.

(2) In all cases, the inspector nust be acconpani ed by the
occupant, and the checklist nust be dated and signed by both the
i nspector and the occupant. One copy of the inspection will be
furnished to the occupant, and one copy filed (no. 210-50h) in the
| ease case file at the MEPS.

(3) A copy of ENG Form 3143 with an appropriate cover sheet
will be utilized during these inspections to ensure accuracy as to
condition of the quarters.

b. Informal preterm nation inspections will be conducted to
ensure proper cleanliness and condition of the quarters, and to
provi de anple tinme for the occupant to correct deficiencies other
than those resulting fromfair wear and tear. This procedure may
reduce the amount of refurbishing and/or restoration costs, and
possi bl e costs to the individual for repairs prior to being cleared
fromquarters. These inspections should be conducted 45 days pri or

14
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to the occupant's departure.

c. Arrange for the MEPS to expeditiously publish and distribute
menor andum for assignnment or term nation of quarters for indivi-
dual (s) involved (see app. F).

d. |If practicable, arrange to acconpany DI STENGR and | essor
during the joint inspection for acceptance and term nation inspec-
tions of the quarters.

e. Notify the DI STENGR of any existing energency conditions or
schedul ed repairs which have not been acconpli shed.

15
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NOTE: Replace this page 14 with page 14 |l ocated at the end of this
regul ation.

16
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Figure 1. Sanple of a conpl eted USMEPCOM Form 210-4-R

17
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NOTE: Replace this page 15 with page 15 |l ocated at the end of this
regul ation.

18
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Figure 2. Sanple of a conpleted USMEPCOM Form 210-4-1-R

19
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NOTE: Replace this page 16 with page 16 | ocated at the end of this
regul ation.

20
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Figure 3. Sanple of a conpleted USMEPCOM For m 210- 4- 2R

21
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NOTE: Replace this page 17 with page 17 |l ocated at the end of this
regul ation.

22
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Figure 3. Sanple of a conpleted USMEPCOM Form 210-4-2-R
(conti nued)

23
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( MCR- MBM
FOR THE COMVANDER:

OFFI Cl AL: RI CHARD W SM TH
Col onel , USA
Deputy Conmander/ Chi ef of Staff

/ SI GNEDY

PAUL J. CALLEN

Col onel , USA

Director, Capital Resources

DI STRI BUTI ON:
A plus (18)

DA, New York District, COE, ATTN:. CENAN- RE- AA, New York, NY
DA, Savannah District, COE, ATTN. CESAS- RE- AA/ 2, Savannah, GA
DA, Savannah District, COE, North Carolina Area Real Estate
Ofice, ATTN. CESAS-RE-AA, Cary, NC
DA, Baltinore District, COE, ATTN. CENAB-RE-A, Baltinore, M
DA, Jacksonville District, COE, ATTN. CESAJ- RE-A, Jacksonvill e,
FL
DA, Norfolk District, COE, ATTN. CENAO- RE-A, Norfol k, VA
DA, Louisville District, COE, ATTN. CEORL-RE-B, Louisville, KY
DA, Mbile District, COE, ATTN. SAMRE- AL, Mbile, AL
DA, Omaha District, COE, ATTN. MRORE- AP, Omaha, NB
DA, Little Rock District, COE, ATTN. SWRE-A, Little Rock, AR
DA, Kansas City District, COE, ATTN. MRKRE- AN, Kansas City, KN
DA, Fort Wrth District, COE, ATTN. CESW-- RE-AL, Fort Worth, TX
DA, Tulsa District, COE, ATTN. CESW-RE, Tul sa, K
DA, Al buquerque District, COE, ATTN. CESWA- RE- A, Al buquerque, NM
DA, Sacranento District, COE, ATTN. Acquisiton Branch,
Sacr anent o, CA
DA, Los Angeles District, COE, ATTN. Real Estate Division,
Los Angeles, CA
DA, Seattle District, COE, ATTN. CENPS-RE-AQ Seattle, WA
DA, Pacific Ccean Division, Corps of Engineers, ATTN. CEPOD- RE-
CA, Fort Shafter, H
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Appendi x A
Ref er ences

Section |
Rel at ed Publ i cati on

CTA 50-909
Field and Garrisons Furni shings and Equi pnent

Section |1
Requi red For s

DA Form 2028
Recomended changes to Publications and Blank Fornms. Cited in the
"Suggest ed | nprovenents" paragraph.

ENG For m 3143
Joint Survey and Inspection of Conditions of Governnent Leased
Property. Cited in paragraphs 4d(2), 10e, and 13a(3).

Section |11
Prescri bed Forns

USMEPCOM For m 210-4-R-E
Request for Leased Housing Action. Cited in paragraph 8b.

USMEPCOM For m 210-4-1-R-E
Transmttal of Request for Leased Housing Action. Cited in para-
graph 8d.

USMEPCOM For m 210- 4- 2-R
St at enent of Understandi ng for Acceptance of Governnent-Leased
Housing. Cited in paragraphs 8b.

Section IV
Prescri bed Records

210- 50h
Fam |y Housing Leasing Files. Cited in paragraphs 4a(9), 4c(3),
and 13a(?2).
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Appendi x B

Unacconpani ed Personnel Leased Housing Case File

COPI ES OF DOCUMENTS REQUI RED HQ USMEPCOM VEPS
1. USMEPCOM Form 210-4-R-E X X
2. USMEPCOM Form 210-4-1-R-E X X
3. USMEPCOM Form 210-4-2-R X X
4. HQ USMEPCOM nenor andum of request to X X

DI STENGR for | eased housing

5. Negotiated | ease and subsequent X X
amendnent s

6. Menorandum assi gning/term nating quarters X X
for occupant (and subsequent occupants); and
docunent ati on of term nation/reinstatenent
of BAQ as applicable

7. Al changes of occupancy docunentation X X

8. Copy of any applicable restoration cost X X
transactions and final disposition
docunent ati on covering finding of financial
responsibility or relief of responsibility

t her eof
9. ENG Form 3143 or other conparabl e D STENGR X X
docunent
10. Records of all MEPS inspections of the X
| eased unit
11. O her pertinent papers or correspondence X X
12. Nonavailability Statenent (when required) X X
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Appendi x C
Aut hori zed Furni shings for Unacconpani ed Personnel Leased Housi ng

C-1. Unacconpani ed personnel |eased housing will be conparably
furni shed as those available to an individual when assigned to
unacconpani ed personnel housing at a mlitary installation, except
that | eased housing may include a kitchen or kitchenette.

C-2. Items of furnishings |isted bel ow are the maxi mum al | owance
per | eased quarters for which these costs may be included in | ease
rental fee or paid for in a separate furniture |ease for which the
Governnment will accept consideration for restoration costs (if
appl i cabl e).

C-3. Any of the itens listed may be substituted with a like item
that will serve the purpose intended for the authorized item(i.e.,
a table for books in place of a bookcase, a padded chair for a
strai ght back chair, etc).

C-4. Al itens remaining in the | eased quarters that are not
listed in the | ease inventory will be at the risk of the | essor for
whi ch the Government will not be responsible.

| TEMS ANTI TY
Lanp, floor - per room (except kitchen and bedroom 1
Lanp, table - per desk and table (except coffee and 1

kitchen tabl es)

Fan, circul ating, desk - per occupant when area i s not 1
air conditioned

Bedst ead, bedspring and nattress - per bedstead
Bookcase - per dwelling unit
Chair, straight - per kitchen
- per bedroom
- per desk
Chest of drawers or dresser - per occupant

Desk, flat top - per dwelling unit

R R R RPN R R

Mrror, glass - per dresser or chest of drawers
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Appendi x D
I nt ernal Managenent Control Revi ew Checkli st

Internal Control Review (ICR) Checklist, page 1 of 4
TASK:  Unacconpani ed Personnel Leased Housi ng Program

SUBTASK: Adequat e housing for assigned USMEPCOM unacconpani ed
personnel stationed away frommlitary installations.

THI S CHECKLI ST:  Unacconpani ed personnel | eased housing contro
requi renents

ORGANI ZATI ON

ACTI ON OFFI CER

REVI EVEER

DATE COVPLETED:

ASSESSABLE UNI T: The staff functional principal will designate
managers responsi ble for using this checklist. The annually

updat ed Managenent Control Plan identifies the responsible princi-
pal and the schedule for using this checklist.

EVENT CYCLE 1: Commander or Unit Housing Representative (UHR)
provi des policies and gui dance for the unacconpani ed personne
| eased housi ng program

Step: Brief newy assigned single Service nmenbers about the
aval l ability of this housing program Keep well informed about the
| ocal housing market. Process request for unacconpani ed personne

| eased housing action pronptly to HQ USMEPCOM

Ri sk: Provide housing to unauthorized personnel.

Control Objective: Verify eligibility of Service nmenber for the
unacconpani ed | eased housing program Ildentify housing units
within the fair market rental value for that area.

Control Technique: Reviewinterested individual service nenber
personnel file and | eave and earning statenent (LES) for eligi-
bility under the unacconpani ed personnel |eased housing program

EVENT CYCLE 2: Individual Service nenber responsibilities before
and during occupancy of unit.

D-1
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| CR Checklist, page 2 of 5

Step: Review and sign statenent of understanding for acceptance of
Governnent | eased housing. Coordinate all |easing actions wth the
UHR before making any firmcomm tnents. Conply wth all rules and

regul ati ons during occupancy of housing unit.

Ri sk: Basic allowance for quarters not term nated after occupancy
of housing unit. Unwilling to conmply with house rules.

Control Objective: Miintain adm nstrative process that wll deter
and detect abuse.

Control Technique: Carify personal responsibility and follow up
on recommended changes to resolve issues on a tinmy basis.

EVENT CYCLE 3: Paynent of housing unit bills at HQ USMEPCOM

Step: Review leases and utility bills for paynment and coordinate
paynment transactions w th DEFAS | ndi anapolis Center, IN

Ri sk: Amount conputed incorrectly.

Control (bjective: Paying the right anount due for | eases and
utility bills under the unacconpani ed personnel |eased housi ng
program

Control Technique: Reviewall lease files individually. Paynent
is not to exceed | ease contract agreenent. Review all utility
bills. Paynment is not to exceed indicated anount.

Test Question:

1. |Is there a UHR appointed at the MEPS to adm ni ster the Unaccom
pani ed Personnel Housing Leasing Progranf

Response; YES NO NA
Renar ks: *
2. Is the UHR famliar wth the Unacconpani ed Personnel Leased

Housi ng Program policies, procedures, and assigned responsibili-
ties as outlined in USMEPCOM Reg 210-4?

Response: YES NO NA

D-2
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Remar ks: *

D-3
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| CR Checklist, page 3 of 5

3. Are eligible mlitary nenbers nade fully aware of the Unac-
conpani ed Personnel Leasing Program by the UHR?

Response; YES NO NA
Remar ks: *
4. 1s the UHR maintaining a separate | ease case file for each

occupant containing the follow ng:

a. USMEPCOM Form 210-4-R-E (Request for Leased Housi ng Ac-
tion).

Response; YES NO NA
Renmar ks: *

b. USMEPCOM Form 210-4-1-R-E (Transm ttal of Request for Lease
Housi ng) .

Response; YES NO NA -
Renmar ks: *

c. USMEPCOM Form 210-4-2-R (Statenent of Understanding for
Accept ance of CGovernnment-Leased Housi ng).

Response; YES __ NO NA __
Remar ks:

d. HQ USMEPCOM nenorandumto District Corps of ENngineers
requesti ng unacconpani ed personnel |eased housi ng.

Response; YES NO NA
Remar ks: *

D-4
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| CR Checklist, page 4 of 5
e. Negotiated | ease and any subsequent anendnents.

Response; YES NO NA
Remar ks: *

f. Menorandum assi gni ng/term nati ng Governnent quarters for
occupant (and subsequent occupants); and docunentation of term -
nation/reinstatenent of BAQ as applicable.

Response; YES NO NA
Renmar ks: *

g. Al changes of occupancy docunentati on.

Response; YES __ NO __ NA __
Remar ks:

h. Copy of any applicable restoration cost transactions and
final disposition docunentation covering finding of financial
responsibility or relief.

Response; YES __ NO NA __
Remar ks:

i. ENG Form 3143 (Joint Survey and |Inspection of Condition of
Government Leased Property) or other conparabl e docunent.

Response; YES NO NA __
Remar ks:

j]. Oher mscellaneous docunents (i.e., furniture rental,
general correspondence).

Response: YES NO NA

D-5
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Remar ks: *

D-6
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! Explain rationale for NO responses or provide cross-references
where rationale can be found. For YES responses, cross-reference
to where corrective action plans can be found. |If response is NA
explain rational e.

| attest that the above listed internal controls provide reasonabl e
assurance that Arny resources are adequately safeguarded. | am
satisfied that if the above controls are fully operational, the
internal controls for this subtask throughout the Arny are ade-

qguat e.

Director, Capital Resources
FUNCTI ONAL PROPONENT

I have reviewed this subtask within nmy organi zati on and have

suppl ement ed the prescribed Internal Control Review Checklist when
war rant ed by uni que environmental circunstances. The controls
prescribed in this checklist, as amended, are in place and opera-
tional for mnmy organization (except for the weaknesses described in
the attached plan, which includes schedules for correcting the
weaknesses).

MEPS Commander ( Signature)

D-7
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Appendi x E
Sanpl e Menorandumto District Corps of ENngi neers

(Letterhead)
MCR- MSM  (210- 50h) (Dat e)
MEMORANDUM FOR Di strict Engineer, US. Arny Corps of Engi neers

District, ATTN Real Estate D vision
( (Nane) ) ( Addr ess)

SUBJECT: Request for Unacconpani ed Personnel Leased Housi ng

1. Under the provisions of USMEPCOM Reg 210-4, request your office
negotiate a |l ease for a suitable, furnished unacconpani ed personne
housi ng accomodati on to be assigned as Governnent quarters to

(Lessee) , (Branch), per enclosed request from

Mlitary Entrance Processing Station (MEPS). Unit housing repre-
sentative at MEPS is ( Narre) , (Branch), tel ephone
numnber .

2. An informal adm nistrative comm tnent of funds has been nade at
this Headquarters in the anmount specified in paragraph 3b belowto
cover the costs of this leased facility, comrencing on the date
specified in paragraph 3a bel ow.

3. Service nenber is not currently residing in the facility listed
in encl osed request, which neets the requirenents established by
regul atory guidance. It is requested that consideration be given
to negotiation for (Rental Address)

a. Request effective date of |ease:

b. Monthly costs, excluding all utilities (except tel ephone)
will not exceed the Corps of Engineers' fair market appraisal, or a
dol | ar anount of , Whichever is less, subject to the
determination that there is no suitable housing available at a
| essor rental. In no event will the above dollar anpbunt be exceed-
ed without approval fromthis headquarters.

C. Funds citation is:
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MCR- MSM
SUBJECT: Request for Unacconpani ed Personnel Leased Housi ng

d. Finance and disbursing office responsible for paynent of
| ease cost is Defense Finance and Accounting Service, |ndianapolis
Center, Departnent 3804, 8899 E. 56th Street, Indianapolis, IN
46249- 3804.

4. Request copies of the executed | ease be distributed as foll ows:
a. One copy to HQ USMEPCOM ATTN. MCR- MSM

b. One copy to Conmander, MEPS, ATTN.  Unit
Housi ng Representati ve.

c. One copy to Defense Finance and Accounting Service, |ndia-
napolis Center, Departnent 3804, 8899 E. 56th Street, |ndianapolis,
IN 46249-3804.

5. Point of contact, this Headquarters, is , DSN
792- 4573/ 4584 or commercial (708) 688-4573/4584.

FOR THE COMVANDER:

Encl
as Col onel , USA
Director, Capital Resources
CF:
CDR, MEPS
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Appendi x F
Sanpl e Menorandumto Term nate Unacconpani ed Leased Housi ng Con-
tract
(Letterhead)

(O fice synbol) (210-50h) (Dat e)
MEMORANDUM FOR Conmander, USMEPCOM ATTN.  MCR-MsSM 2500 Green

Bay Road, North Chicago, IL 60064-3094

SUBJECT: Term nation of Unacconpani ed Leased Housi ng Contract

1. Request the | eased housing contract for (Service
menber' s nane) be term nated. Service nenber has received
per mmnent change of station orders and will vacate his or her
apartnent on ( Dat e)

2. The following information is provided concerning subject |ease:

a. Lease nunber

b. Address:
3. Pretermnation inspection was, or will be, conducted by unit
housi ng representative on (Dat e) . The follow ng discrepancy
was not ed:

(D screpancy)

4. For nore information please contact the unit hou3|ng represent -
ative at DSN or conmercial ( )

CF:
(Service Menber)
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A ossary

Section |
Abbr evi ati ons

BAQ

basi c al |l owance for quarters

DI STENGR

di strict engineer

ENG

engi neer

HQ USMEPCOM

Headquarters, United States MIlitary Entrance Processi hg Command
I AW

in accordance wth

MVEPS

Mlitary Entrance Processing Station

PCS

per mmnent change of station

UHR

unit housing representative

USMVEPCOM

United States Mlitary Entrance Processi ng Comand
Section |1

Ter ms

mul ti pl e-occupancy unit
A | eased dwelling unit acquired under a separate and distinct |ease
for occupancy by two or nore individuals.

reasonabl e conmuti ng di stance

The one-way di stance fromresidence to place of duty which can be
travel ed by privatel y-owned vehicle, or locally avail able public

transportation during norning and evening rush hours in 1 hour or
| ess.

si ngl e-occupancy unit

A |l eased dwelling unit acquired under a separate and distinct |ease
for sol e occupancy by one individual.

A ossary-1



REQUEST FOR LEASED HOUSING ACTION Date of Request

For use of thisform, see USMEPCOM Reg 210-4

INSTRUCTIONS

1. Theinformation in this document is to determine your eligibility for Government-leased housing. Some of the information requested is of a personal
and confidential nature, and you do not have to provide such information unless you voluntarily wish to acquire Government-leased housing.

2. The authority to request thisinformation is contained in 10 U.S.C. Section 3012 and Annual DOD Appropriation Acts.

3. Completion of thisformisvoluntary. You must provide the information if you desire to request processing of a Government lease. Failureto
compl ete the form may cause delay or serve as a basis for termination of further processing for a Government lease.

TO: Commander

FROM: (Name, Rank/Grade, Mil Svc, SSN)

1. Duty Station (MET Site) (City/State, Phone No.)

2. Type of Housing Desired (circle one)

Unaccompanied personnel quarters ~ furnished unfurnished

3. Months Remaining in Service:

4. Months Remaining in USMEPCOM:

5. Description of Proposed Unit (if applicable): (i.e., house, apt, no. of bedrooms, baths, garage, sq ft living areas, etc.)

6. Complete Address of Proposed Unit

7. Name, Address, and Phone No. of Owner or Designated Agent

8. Travel Timeto Duty Station

9. Mileageto Duty Station 10. Desired Effective Date

11. Monthly Rental (including utilities)

12. Instructions When Utilities Must be Billed Separately

13. Additional Requirements/Information:

14. 1 (am) (am not) currently occupying proposed set of quarters. (Circle one)

15. | (have) (have not) signed the Statement of Understanding for Acceptance of Government-leased Housing. (Circle one)

16. Typed Name/Grade (UHR Rep)

17. Signature of Requester Date Signed
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TRANSMITTAL OF REQUEST FOR LEASED HOUSING Date
For use of thisform, see USMEPCOM Reg 210-4

TO: CDR, HQ USMEPCOM FROM: Rank and Name of Requester
ATTN: MCR-MSM
2500 Green Bay Road
North Chicago, IL 60064-3094

1. Recommend approval.
2. On-post Government quarters, within the commuting distance stipulated in USMEPCOM Reg 210-4, are not available to the requester.
3. Individual's request (encl 1) and copy of Statement of Understanding for Acceptance of Government-leased Housing (encl 2) are attached.

4. Supplementary information:

Typed Name and Grade Signature

TO BE COMPLETED BY HQ USMEPCOM MATERIEL SERVICES DIV AND HAND-CARRIED TO HQ USMEPCOM FINANCIAL SERVICES DIV

1. Request fund citation and informal commitment.

2. Effective date of will be requested.

(Signature)

INFORMAL ADMINISTRATIVE FUND COMMITMENT

Funds are available and will be informally committed for per month as of per above request.

Fund citation:

Date Signature of Fund Certifying Officer
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STATEMENT OF UNDERSTANDING FOR ACCEPTANCE OF GOVERNMENT-LEASED HOUSING Page 1 of 2 Pages
For use of thisform, see USMEPCOM Reg 210-4

I, HAVE READ, HAD EXPLAINED TO ME, AND FULLY UNDERSTAND THE FOLLOWING
REGARDING GOVERNMENT-LEASED HOUSING:

1. Leases negotiated for USMEPCOM personnel normally include al utilities, except telephone, which | must pay for from my own funds. In the event
that all or part of the cost of authorized utilities (electricity, gas, garbage service, etc.) could not be included in the lease, these costs will be borne by HQ
USMEPCOM separately. Inthiscase, | will be furnished a maximum average cost limit for utilities which | will not exceed.

2. 1 will not make any private (under-the-table) arrangement with alessor to separately pay him or her money in addition to the Government's monthly
payment. | understand that violation of this principle may serve as abasis for my commander to withdraw my leasing privilege.

3. | can expect considerable administrative delay from the time | initiate my housing request for Government-leased quarters until the district engineer
executes alease.

4. Although | may find what appears to be acceptable quarters, this does not mean the district engineer will approve the quarters for Government leasing.
5. Government-leased housing, and the identification of apparently acceptable quarters for Government leasing, must be reviewed and forwarded by my
MEPS, through HQ USMEPCOM, to the district engineer. Only the district engineer can negotiate and execute a lease between the Government and a
lessor.

6. If | elect to move into quartersthat | have requested to be leased by the Government for assignment to me before the district engineer has executed a
lease, and before | have been assigned to the quarters, | do so voluntarily without official approval, and | am personally obligated to the terms of the lease

| make with the lessor.

7. If aGovernment lease is executed for the quarters, it will be my responsibility to recoup from the lessor any rent | paid after the lease was in effect. If
a Government lease is not executed for the quarters, | will be personally liable for the remainder of the period for which | lease the quarters.

8. My basic alowances for quarters (BAQ) will not be terminated until | am assigned to quarters, in writing, by my unit. Due to the timelag between
application and assignment, | will manage my finances carefully since finance and accounting will make alump sum collection of any BAQ over payment
made since the effective date of the lease.

9. | amresponsible for notifying my unit commander or unit housing representative (UHR) if my BAQ is not terminated when | occupy Government-
leased quarters and likewise to notify him or her if it is not reinstated when | depart Government-leased quarters.

10. Once | am assigned to Government-leased quarters, | will be required to remain in those quarters unless:
a. The lease terminates under its own terms.
b. | become ineligible under criteria established by DA or HQ USMEPCOM.
c. | am assigned out of the area
d. | am directed to move because of Government necessity (i.e., acceptable Government-owned quarters become available).
e. Theleaseisterminated for the convenience of the Government.
11. If I desire to terminate Government-leased quarters, my request will not be considered unless one of the following conditions exists:
a. | have occupied the leased unit for aminimum of 1 year.
b. Thelease for the unit will terminate under the conditions of the lease (termination date).
c. Theunit will be assigned to another military member within 30 days.
d. | have received appropriate Service approval for separation.

12. 1 will be responsible for housekeeping, maintenance, minor repair, and related servicing of the dwelling unit, equipment, and furnishings; and for the
maintenance of grounds as would be expected of atenant in private housing of similar type and value.
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STATEMENT OF UNDERSTANDING FOR ACCEPTANCE OF GOVERNMENT-LEASED HOUSING Page 2 of 2 Pages

13. | will permit entry of the UHR, or appointed inspector, for assignment, change of occupant, pretermination, and termination inspections for the
quarters.

14. 1 will report to the UHR, in writing, any emergency or requirement for repairs and maintenance which cannot be resolved by direct contact with the
lessor or his or her representative.

15. 1 will not permit occupancy by anyone, except for bona fide short visits of relatives/friends. | understand violation of this principle is sufficient cause
for the commander to withdraw the leasing privilege.

16. | will notify the UHR, inwriting, at least 60 days prior to date desired for vacating the quarters. In the event PCS orders are received in a shorter
timeframe, the UHR will be notified as soon as possible.

17. | fully understand and agree that | will accept the quarters leased for my use as Government-controlled housing by the U.S. Army Corps of Engineers
in accordance with standards prescribed for such quarters.

18. When | vacate leased quarters, | am responsible to see that it is clean and free of trash in a manner which would be acceptable if | were vacating on-
post quarters.

19. | understand that my assignment to Government-leased quarters may be terminated at the discretion of the Commander, HQ USMEPCOM for
misconduct on the part of myself, relatives, or friends, because of misuse or illegal use of the quarters, or other misconduct contrary to safety, health, or
morals.

20. | may be held financially liable to reimburse the Government for damage to Government-leased quarters (and, in the case of Government-leased
bachelor quarters, to any Government furnishings) resulting from negligence or willful acts on the part of myself or my guests.

21. Theliability of the Government to the lessor for damage to the Government-leased premises will be determined in accordance with the lease
provisions.

(Signature of Service Member)

(Type Name, Rank/Grade, SSN)

(Date of Signature)




USMEPCOM Form 210-4-2-R, 1 Dec 93




USMEPCOM Reg 210-4

5 January 1994

REQUEST FOR LEASED HOUSING ACTION

Date of Request

For use of thisform, see USMEPCOM Reg 210-4 1Dec 93

1. Theinformation in this document is to determine your eligibility for Government-leased housing. Some of the information requested is of a personal

INSTRUCTIONS

and confidential nature, and you do not have to provide such information unless you voluntarily wish to acquire Government-leased housing.

2. Theauthority to request thisinformation is contained in 10 U.S.C. Section 3012 and Annual DOD Appropriation Acts.

3. Completion of thisformisvoluntary. You must provide the information if you desire to request processing of a Government lease. Failureto

compl ete the form may cause delay or serve as a basis for termination of further processing for a Government lease.

TO: Commander
Las Vegas MEPS
123 Pine Street
LasVegas, NV 12345

FROM: (Name, Rank/Grade, Mil Svc, SSN)
JOHN D. DOE, SGT, USA, 000-00-0000

1. Duty Station (MET Site) (City/State, Phone No.)
LasVegas MEPS, Las Vegas, NV
(123) 456-7890

2. Type of Housing Desired (circle one)

Unaccompanied personnel quarters  furnished unfurnished

3. Months Remaining in Service: 36

4. Months Remainingin USMEPCOM: 15

5. Description of Proposed Unit (if applicable): (i.e., house, apt, no. of bedrooms, baths, garage, sq ft living areas, etc.)
One bedroom apt, one bathroom, approximately 700 square feet of living space.

6. Complete Address of Proposed Unit
Pine Wood Apts, Apt 16
Any Street
Tiny Town, NV 12354

7. Name, Address, and Phone No. of Owner or Designated Agent

8. Travel Timeto Duty Station

9. Mileageto Duty Station 10. Desired Effective Date

30 minutes 12 miles 1Sep 93
11. Monthly Rental (including utilities) 12. Instructions When Utilities Must be Billed Separately
$495.00 ABC Electric Co., Any Town, NV

13. Additiona Requirements/Information:

14. 1 (am) (am not) currently occupying proposed set of quarters. (Circle one)

15. | (have) (have not) signed the Statement of Understanding for Acceptance of Government-leased Housing. (Circle one)

16. Typed Name/Grade (UHR Rep)
JOHN E. JONES, GS9

17. Signature of Requester Date Signed
/signed/ 1Dec93

USMEPCOM Form 210-4-R-E, 1 Dec 93

Previous editions of thisform are obsolete

Figure 1. Sample of a completed USMEPCOM Form 210-4-R-E
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TRANSMITTAL OF REQUEST FOR LEASED HOUSING Date 1 Dec 93
For use of thisform, see USMEPCOM Reg 210-4

TO: CDR, HQ USMEPCOM FROM: CDR Rank and Name of Requester
ATTN: MCR-MSM Las Vegas MEPS Colonel Sam A. Nunn
2500 Green Bay Road 123 Pine Street
North Chicago, IL 60064-3094 LasVegas, NV 12345

1. Recommend approval.
2. On-post Government quarters, within the commuting distance stipulated in USMEPCOM Reg 210-4, are not available to the requester.
3. Individual's request (encl 1) and copy of Statement of Understanding for Acceptance of Government-leased Housing (encl 2) are attached.

4. Supplementary information:

Typed Name and Grade Signature
SAM A. NUNN

Colonel, USA [signed/
Commander

TO BE COMPLETED BY HQ USMEPCOM MATERIEL SERVICES DIV AND HAND-CARRIED TO HQ USMEPCOM FINANCIAL SERVICES DIV

1. Request fund citation and informal commitment.

2. Effective date of 1Dec 93 will be requested.

_ Isigned/
(Signature)
INFORMAL ADMINISTRATIVE FUND COMMITMENT
Funds are available and will be informally committed for $4955.00 per month as of 1Dec93 per above
request.
Fund citation:
Date Signature of Fund Certifying Officer
1 Dec 93

/signed/

USMEPCOM Form 210-4-1-R-E, 1 Dec 93 Previous editions of this form are obsolete
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STATEMENT OF UNDERSTANDING FOR ACCEPTANCE OF GOVERNMENT-LEASED HOUSING Page 1 of 2 Pages
For use of thisform, see USMEPCOM Reg 210-4

I, SGT JOHN E. DOE, USA HAVE READ, HAD EXPLAINED TO ME, AND FULLY UNDERSTAND THE
FOLLOWING REGARDING GOVERNMENT-LEASED HOUSING:

1. Leases negotiated for USMEPCOM personnel normally include al utilities, except telephone, which | must pay for from my own funds. In the event
that al or part of the cost of authorized utilities (electricity, gas, garbage service, etc.) could not be included in the lease, these costs will be borne by HQ
USMEPCOM separately. Inthiscase, | will be furnished a maximum average cost limit for utilities which | will not exceed.

2. | will not make any private (under-the-table) arrangement with alessor to separately pay him or her money in addition to the Government's monthly
payment. | understand that violation of this principle may serve as abasis for my commander to withdraw my leasing privilege.

3. | can expect considerable administrative delay from the time | initiate my housing request for Government-leased quarters until the district engineer
executes alease.

4. Although | may find what appears to be acceptable quarters, this does not mean the district engineer will approve the quarters for Government leasing.
5. Government-leased housing, and the identification of apparently acceptable quarters for Government leasing, must be reviewed and forwarded by my
MEPS, through HQ USMEPCOM, to the district engineer. Only the district engineer can negotiate and execute a lease between the Government and a
lessor.

6. If | elect to move into quartersthat | have requested to be leased by the Government for assignment to me before the district engineer has executed a
lease, and before | have been assigned to the quarters, | do so voluntarily without official approval, and | am personally obligated to the terms of the lease
| make with the lessor.

7. If aGovernment lease is executed for the quarters, it will be my responsibility to recoup from the lessor any rent | paid after the lease was in effect. |If
a Government lease is not executed for the quarters, | will be personally liable for the remainder of the period for which | lease the quarters.

8. My basic allowances for quarters (BAQ) will not be terminated until | am assigned to quarters, in writing, by my unit. Due to the timelag between
application and assignment, | will manage my finances carefully since finance and accounting will make alump sum collection of any BAQ over payment
made since the effective date of the lease.

9. | amresponsible for notifying my unit commander or unit housing representative (UHR) if my BAQ is not terminated when | occupy Government-
leased quarters and likewise to notify him or her if it is not reinstated when | depart Government-leased quarters.

10. Once | am assigned to Government-leased quarters, | will be required to remain in those quarters unless:
a The lease terminates under its own terms.
b. | become ineligible under criteria established by DA or HQ USMEPCOM.
c. | amassigned out of the area.
d. | am directed to move because of Government necessity (i.e., acceptable Government-owned quarters become available).
e. Theleaseisterminated for the convenience of the Government.
11. If | desire to terminate Government-leased quarters, my request will not be considered unless one of the following conditions exists:
a. | have occupied the leased unit for aminimum of 1 year.
b. The lease for the unit will terminate under the conditions of the |lease (termination date).
¢. Theunit will be assigned to another military member within 30 days.
d. | have received appropriate Service approval for separation.

12. 1 will be responsible for housekeeping, maintenance, minor repair, and related servicing of the dwelling unit, equipment, and furnishings, and for the
maintenance of grounds as would be expected of atenant in private housing of similar type and value.
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13. 1 will permit entry of the UHR, or appointed inspector, for assignment, change of occupant, pretermination, and termination inspections for the
quarters.

14. 1 will report to the UHR, in writing, any emergency or requirement for repairs and maintenance which cannot be resolved by direct contact with the
lessor or hisor her representative.

15. I will not permit occupancy by anyone, except for bonafide short visits of relatives/friends. | understand violation of this principle is sufficient cause
for the commander to withdraw the leasing privilege.

16. | will notify the UHR, inwriting, at least 60 days prior to date desired for vacating the quarters. In the event PCS orders are received in a shorter
timeframe, the UHR will be notified as soon as possible.

17. | fully understand and agree that | will accept the quarters leased for my use as Government-controlled housing by the U.S. Army Corps of Engineers
in accordance with standards prescribed for such quarters.

18. When | vacate leased quarters, | am responsible to see that it is clean and free of trash in a manner which would be acceptable if | were vacating on-
post quarters.

19. | understand that my assignment to Government-leased quarters may be terminated at the discretion of the Commander, HQ USMEPCOM for
misconduct on the part of myself, relatives, or friends, because of misuse or illegal use of the quarters, or other misconduct contrary to safety, health, or
morals.

20. 1 may be held financially liable to reimburse the Government for damage to Government-leased quarters (and, in the case of Government-leased
bachelor quarters, to any Government furnishings) resulting from negligence or willful acts on the part of myself or my guests.

21. Theliability of the Government to the lessor for damage to the Government-leased premises will be determined in accordance with the lease
provisions.

(Signature of Service Member)

_SGT JOHN E. DOE, USA, 000-00-0000

(Type Name, Rank/Grade, SSN)

(Date of Signature)
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